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Harcourt Education



             
{As part of Harcourt Education group, Rigby will now be using the Harcourt Travel Policy.  There are some instance where Rigby will deviate from Harcourt’s policy.  These instances are in red, italicized and in brackets.}
POLICY 

It is Company policy that employees are reimbursed for all actual, usual, and reasonable travel-related expenses made and authorized in connection with Company business.  The employee and his/her supervisor have responsibility for ensuring that all travel expenditures are reasonable in relation to the business purpose.

APPLICABILITY 

This policy applies to all United States employees of Harcourt, Inc.  The non-U.S. based operations of Harcourt, Inc. should develop a travel and entertainment policy similar in nature to this policy and forward a copy to the Vice President and Controller of Harcourt, Inc. for review and approved prior to implementation.

OBJECTIVE 

The objectives of this policy are:

· To ensure proper management and control of travel and travel-related expenses incurred on Company business. 

· To provide employees with a uniform method of reporting and accounting for travel and travel-related expenses. 

· To set standards identifying acceptable types of expenses that the Company will reimburse.

Disregard for this policy will result in disciplinary action up to and including termination.

COMPANY-SPONSORED CHARGE AND TELEPHONE CARD PROGRAMS

To lessen the financial impact on travelers, the Company has made arrangements with a credit card issuer and long distance provider.  Any employee who travels at least three times a year or has annual expenses exceeding $1,000 is required to apply for these Company-sponsored cards and use them wherever possible when traveling on Company business.  Applications for the Company-sponsored charge card are available through your Business Unit American Express Administrator or Human Resource Department.  Applications for the Telephone Card are available on the Harcourt Underground.
{Contact Finance for an American Express or calling card application.}
A.
Charge Card 

The Company-sponsored charge card is to be used for all travel expenses and must be used for business purposes only.  It is the employee’s responsibility to pay the outstanding balance in a timely manner.  If an employee’s balance becomes past due, senior management at the appropriate business unit will be sent detailed records of all charges for monitoring purposes.  Any unpaid balances over 90 days past due will result in the suspended use of the card by the charge card company.  Unpaid balances over 120 days past due will result in cancellation of the card by the charge card company and could result in disciplinary actions by the Company.  The charge card will be canceled immediately upon termination of employment.  If an employee is on leave of absence from the Company for any reason, the Company-sponsored charge card may be cancelled. 

B.
Telephone Cards

The Company-sponsored phone card must be used whenever possible for phone calls during business travel.  It is the employee’s responsibility to pay the outstanding balance in a timely manner.  Failure to do so could result in disciplinary action.

ADMINISTRATION 

All managers and department heads with employees who incur reimbursable expenses have the responsibility to implement and enforce this policy. 

Responsibilities include effective communication of the policy and review of all expenses for compliance with the policy.  Any inaccurate or incorrect reports will be returned to the manager or department head for correction.

TRAVEL RESERVATIONS 

· All domestic and international travel reservations for air, hotel, car, meeting arrangements, etc. must be made through the Reed Elsevier Travel Center at 800-842-5425.  This centralized travel program enhances control over spending, strengthens the Company's purchasing power, and provides significant savings and benefits for the Company.  All employees who travel must submit an approved travel profile form to Corporate Travel prior to making travel reservations.  A Travel Profile form can be obtained on the Harcourt Underground, the business unit Travel Coordinator, or Human Resource Department.

· {Travel Profiles for Rigby employees require a credit card number for billing of airfare charges}
A. Air Travel 

Harcourt’s policy is to ensure the most efficient and prudent use of commercial aircraft by employees.  Any changes to the following guidelines require documentation of management approval.

· The Company "ghost card" will be used for payment of air, rail, or bus transportation.  All charges to the ghost card will be billed directly to the Company.

· {Airfare for Rigby travelers will be charged to the credit card in each Traveler’s Profile.  If the employee is booking a flight more than 3 weeks in advance, the flight can be direct billed to Rigby upon completion and approval of a Direct Bill Authorization form.}
· {Direct Bill Authorization (DBA) forms can be found on Rigby’s Intranet under Forms.  The employee should complete the form, including the coding section, and forward it to his/her supervisor.  The supervisor must review the form and forward it to Mary Ahnen, Human Resources, as approved.  The employee’s flight will NOT be ticketed until the Travel Center receives the DBA form from Human Resources.}
· No one commercial or chartered aircraft shall carry an excessive concentration of corporate, divisional, or subsidiary employees.  The senior officer present will determine “excessive concentration”. 

· The chartering of a private aircraft for business purposes must be approved in advance by the President and Chief Operating Officer of the Company.

· The standard mode of air travel is coach/economy class.  All first or business class domestic as well as all first class international air travel must be approved by the President and Chief Operating Officer of the Company.  Business class air travel is acceptable for international flights, excluding Canada, Puerto Rico, and Mexico.  Travel to Hawaii is considered an international trip.
· All travelers should use any available discounted fares, including penalty fares.  The Harcourt Travel Center will offer the lowest fare options within a one-hour window of the departure time requested.  Reservations should be made as far in advance as possible to take advantage of advance-purchase discounts.  Fare options outside the one-hour window will be offered upon request by the traveler and/or travel planner.

· {Rigby requests that travelers be more flexible, allowing a two-hour window from requested departure time, as a cost-saving measure.}
· Personal and business travel should not be combined without prior approval from the traveler's immediate supervisor.   

· Travelers are welcome to enroll in frequent-traveler bonus programs and accrue all benefits for personal use.  However, additional costs to the Company should not be incurred for the purpose of acquiring frequent-traveler benefits.  Additionally, employees will not be reimbursed for additional costs in order to upgrade to a higher level of service.   

· All travel booked through the Harcourt Travel Center and charged to the ghost card will automatically qualify for $200,000 travel accident insurance, up to $500 insurance for checked in baggage, and up to $1,250 insurance for carry-on baggage.  The Company will not reimburse an employee who purchased additional travel insurance in connection with a trip. 

· If an employee downgrades any airline ticket to a ticket bearing a lower fare, the airline must credit the difference through the ghost card account.  Failure to comply may result in termination.

· {Rigby will reimburse employees up to $300 for using personal frequent flyer miles to purchase a business-related trip.  Employees will be in violation of this policy if unnecessary trips are taken for the purpose of utilizing this benefit, and could face disciplinary action.}
B. Automobile Rentals 

· Airport limousines, buses, or taxicabs should be used when traveling to and from airports when it is more economical than renting a car.  The Company will reimburse for the actual fare plus tips and tolls. 

· Automobile rentals should be limited to those instances where public transportation is unavailable, renting a car is more economical, or in an emergency when the employee’s personal automobile is not available for business use.

· All automobile rentals should be made through the Harcourt Travel Center and should be paid using the Company-sponsored charge card.  Exceptions to policy must be approved in advance by business unit Travel Coordinator or Human Resource Department.

· Car classes up to full-size are allowed.  Mini-vans are allowed when transporting five or more passengers with luggage or extra cargo such as books, exhibit material, etc.  Luxury or sport and recreational automobiles are not allowed unless approved by the business unit President.  The Company has liability insurance covering all employees traveling on Company business.  Employees will not be reimbursed for additional personal auto liability; auto property damage; or general liability. 

· {Rigby’s policy is an intermediate size vehicle.}
· Daily rental insurance should not be purchased within the Continental United States, Alaska, or Hawaii.  The Company assumes liability for claims not covered by the standard insurance included in car rental contracts, provided the liability is incurred while the employee is engaged in Company business and is not in violation of the rental agreement. 

· {Non-employees MUST purchase daily rental insurance, as they are not covered under Reed Elsevier’s rental agreement.}
· The employee should purchase physical damage and liability coverage on rented automobiles anywhere outside the Continental United States, Alaska, and Hawaii due to the unknown requirements of foreign law in regard to automobile insurance. 

· If an employee is involved in an accident while on Company business, the employee must report the accident immediately to the rental agency, the local police, and the Fleet Department in Orlando at 407-345-3308. 

A. Lodging 

· Hotel charges should be paid with the Company-sponsored charge card.  Only hotel expenses for group meetings, conventions, workshops, or recruiting may be billed directly to the Company.  Exceptions to policy must be approved in advance by business unit Travel Coordinator or Human Resource Department.

· All charges on the hotel folio must be separated on the expense report by day and type (room fee plus taxes, meals, phone, etc.). 

· Agreements have been made with hotels for special rates and services.  All hotel reservations must be made through the Harcourt Travel Center to ensure receipt of the best corporate rates.  Employees will be reimbursed for the cost of a single room. 

· For extended out of town travel, rates should be evaluated to see whether prearranged housing (apartments, suites, etc.) or hotel rooms are more economical.  Extended out of town travel arrangements must be pre-approved by the business unit President. 

D. Group Meetings

· A Group Meeting is defined as a group of 10 or more people traveling to the same destination and requiring airline arrangements, hotel room accommodations, and/or meeting room arrangements for Sales Conferences, Incentive Meetings, Exhibits, etc. 

· Reservations for a Group Meeting must be made through the Harcourt Travel Center Group Department at 407-345-2378.

· 
GUIDELINES TO TRAVEL-EXPENSE REPORTING 

It is the Company’s policy to reimburse employees for allowable expenses incurred on the Company’s behalf while the employee is engaged in Company business.  Expenses must be actual and reasonable in relation to the business purpose, and employees are expected to be prudent in their expenditures.  Detailed instructions for completing Harcourt’s expense report form are attached to the form available on the Underground.

A. Travel Advances 

Temporary advances are generally available only to non-exempt employees.  The Company will issue temporary advances to exempt employees only for a trip to a foreign location or for a domestic trip expected to last more than two weeks.  Only in extreme situations will a temporary advance be issued to employees holding a permanent advance and/or a Company-sponsored charge card.

The following guidelines should be used in determining the amount of the advance:

· An advance should not be requested for less than $200

· A maximum of $50 per day is recommended unless expenses are expected to be unusually high due to the locale, etc.”

The travel advance is to be used for payment of business-related expenses that cannot be charged to the Company-sponsored charge card.  The employee receiving a travel advance has custodial responsibility for the funds and must account for expenses paid from the travel advance in accordance with this policy.  All receipts must be turned in with the normal expense report form that must be reconciled to the travel advance amount.

Travel advances of $5,000 or more must be approved by the President and Chief Operating Officer of the Company.
{Rigby does NOT offer travel advances.}
B.
Substantiation of Expenses 

The IRS requires all expenses relating to lodging, transportation, meals, and entertainment to be substantiated by original receipts.  Therefore, Harcourt requires all expenses $25 and greater to be supported by an original receipt and its business purpose to be fully explained on the expense form.

Even though transportation expenses are paid directly by the Company, the employee must include transportation expenses on the expense report with the date traveled and the business purpose.  Original receipts must be included.  No itineraries will be accepted.  It is the employee’s responsibility to obtain a receipt from the airline at the gate or counter if one is not provided by World Travel Partners.

C.
Expense Reporting 

1.
Submission of Reports

Expense reports should be submitted monthly or immediately following a trip.  Hotel bills are not to be split between expense reports.  All receipts should be attached to the report in an orderly fashion to facilitate the review and approval process.

2. Expense Descriptions

For each expense, the report should list: 

· The location the expense was incurred

· The date the expense was incurred

· The amount spent

· The business purpose of the expense

· All attendees and their business relationships

3. Meals

“Meals” are reasonable business meals, including tips, where all attendees are employees of the Company.  All meals should be explained according to the guidelines above.  If two or more employees travel together, meals should be paid for and expensed by the employee of higher authority.  

Tear-off receipts used by restaurants are not an acceptable form of receipt unless signed by a representative of the establishment.  The receipt should also include the name of the establishment, the date of the transaction, and the amount. 

4. Entertainment

“Entertainment” includes meals or other entertainment for business purposes in which at least one attendee is not employed by the Company.  It is the responsibility of the employee’s supervisor to control the reasonableness of entertainment expenses considering the location and purpose of the entertainment.  Entertainment expenses should directly precede, include, or follow a substantial and bonafide business discussion and a business benefit must be derived or expect to be derived from the entertainment.

5. Mileage

When a personal car is used for approved business travel, including traveling to and from the airport for business trips, the employee may charge the Company the standard mileage rate.  The current mileage rate can be obtained from divisional financial management.  Parking and tolls will also be reimbursed.  Gas, oil, or repairs will not.

If an employee chooses to drive a personal car to a location instead of flying, the lesser of the price of the airfare and the miles driven times the standard mileage rate will be reimbursed.

6. Miscellaneous

All miscellaneous charges should be categorized and itemized for each day (tips, laundry, parking, tolls, etc.).

· Telephone - Employees traveling on Company business will be reimbursed for personal calls if the calls are made at reasonable intervals.  The Company issued phone card must be used whenever possible.

· Gratuities - Tips for meals and refreshments should be included in the meals or entertainment section of the expense report.  Gratuities should be reasonable with respect to local customs and level of service.

· When travel involves a Saturday, Sunday, and/or a holiday, the Company will reimburse all travel-related expenses as it would for a normal business day.  Sightseeing and other such personal expenses will not be reimbursed. 

7. Foreign Travel

Expense forms for travel in a foreign country must be converted into U.S. dollars before they are submitted for reimbursement.  Each receipt must have the U.S. dollar equivalent recorded on it.  Support (e.g., the published exchange rate from The Wall Street Journal) for the conversion rate used must be included with the expense report for verification purposes.  Expense forms submitted in the foreign currency will be returned unprocessed to the manager or department head for correction.  Travelers will not be reimbursed for any unused foreign currency.

D.
Review of Expense Reports

All expense reports are to be approved by the employee's immediate supervisor or the next higher authority.  Managers must approve expense reports for all employees under their jurisdiction and may not delegate this authority to subordinates.  Approvers are responsible for ensuring the expense report is properly completed and is supported by original receipts.  If an original receipt is not available, a full explanation must be made for the lack of a receipt and for the business purpose the expense served. 

Specifically, the manager will review expense reports for: 

· Business purpose 

· Correct totals 

· Valid support for all expenditures 

· Compliance with Company policy 

· Authorized approval signatures 

An expense report that is incorrect, incomplete, or does not comply with Company policy will be returned to the authorized approver for correction. 

No employee, including the President, may approve his or her own expense report, travel advance, or expenses incurred by someone else for him or her. 

E.
Travel with Spouse

Spouses and other family members who travel with an employee on Company business must do so at the employee's expense.  Reimbursement of expenses will be based on those expenses which would have been incurred had the employee traveled alone. 

Any travel expenses of an employee's spouse or other family members, which are to be paid by the Company, must be approved in advance by the President and Chief Operating Officer of the Company.

F.
Relocation/Moving Expenses 

When an employee incurs travel expenses as part of an approved relocation move for the Company, reimbursement for such costs are not done through the travel expense report.  Separate relocation/moving expense forms provided by the human resource and payroll departments are to be used for documentation and reimbursement.

On occasion, direct billing of travel expenses for relocation travel is allowed with prior written approval from the business unit Human Resource Department.

G.
Non-reimbursable Expenses 

Those expenses which are considered personal in nature or which are specifically prohibited in this policy are not reimbursable. 

Non-reimbursable expenses include  (but are not restricted to):

· Non-business related routine meals between employees when not traveling 

· Personal items and services such as clothing, luggage, toiletries, smoking materials, haircuts, shoe shines, massages, facials, etc. 

· Personal entertainment, including hotel TV movies

· Personal credit card fees

· Memberships in social clubs or country clubs unless authorized and approved in advance by the President and Chief Operating Officer of the Company 

· Airline club memberships 

· Personal travel insurance 

· Optional daily car rental insurance within the United States, including Alaska and Hawaii 

· Repairs, maintenance, and insurance of employee-owned automobiles

· Traffic fines or parking tickets

· Cost of gifts, parties, entertainment, or recreational activities concerned primarily with personal associations and relationships between individual employees

H.
Loss of Personal Property 

Personal property, including clothing, luggage, briefcases, and other personal effects, is not covered by Company insurance.  Any loss is the responsibility of the employee. 

I.
Non-employee Travel

Non-employees must submit travel expenses on the Non-Employee Reimbursement Form (“NERF”) which will be paid through the Accounts Payable department.  An electronic copy of the NERF can be found on the Underground.  Travelers must submit all original receipts or the expense will not be reimbursed.

First class or business class travel for non-employees must be pre-approved by the business unit President.

In order to limit Harcourt’s potential liability, all business units are responsible for making sure all non-employees purchase Loss/Damage Waiver (LDW) and Liability Insurance Supplement (LIS) insurance when renting vehicles while conducting business on behalf of Harcourt.


J. Harcourt Underground

Information regarding Travel can be found on the Harcourt Underground under Corporate Services/Business Travel.  This includes all necessary forms, such as the Travel Profile; preferred vendors; contacts; and Harcourt Travel Center information.

Disregard for this policy, misappropriation of funds, or altering of receipts will result in disciplinary action up to and including termination. 

Reed Elsevier Travel Center

6277 Sea Harbor Drive
Orlando, FL  32887

800-842-5425

Rigby’s Travel Coordinator:
   Mary Ahnen     847-620-7612
Mileage Reimbursement:

2002 IRS Rate    36.5 cents per mile
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